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SECTION C — (3 x 10=30 marks) 
Answer any THREE questions. 


Account for the importance of listening skills in 
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communication. 


Give tips for converting graphical information into’ + 
a paragraph, 


Explain communicating with public, fe 
employees and higher officials, 


Write a job application for the post of Scien 
Teacher. 


Write on the importance of being courteous. 


I. 
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If the meaning of a word is not known, we can 
it from context using our prior 
knowledge of the subject. 


Being is also known as polite 


behaviour. 


Choose the correct answer and give reasons in 
support of your choice: 


An —————— is a command given to carry out 
a particular operation. 


(a) Alarm (b) Incident 


(c) Instruction (d) Item 
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We to what we want to listen. 
(a) Read (b) Write 
(c) Listen (d) Speak 


Nodding our head indicates our 
particular information. 


(a) Affirmation (b) Instruction 
(e) Assistant (da) Association 


Say True or False. Give reasons in support of your 
choice: 


We communicate to strangers in an indifferent 
manner. 


An instruction requires staunch adherence. 
A CV is a detailed form of your qualification. | 


Note making helps us to remember things better. 
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SECTION B — (5 x 5 = 25 marks) 
Answer ALL questions. 
Write a note on listening skill. 
Or 
Give tips for improving reading skills. 
Discuss the purpose of instructions. 
Or 


List the steps involved in transcoding. 


Give tips to speak. to our supervisors and 


customers. 

Or 
Explain why spelling is important. 
Give tips for job application. 

Or 


Discuss expressing courtesy, 


What is the importance of maintaining eye 


contact? 


Or 


Give tips for asking for information. 
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